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Sequence of Events
Reduction in Personnel
Under

STATINTL

1. Director's memorandum dated 5 March 1973 instructs Deputies
and Heads of Independent Offices to identify employees who are excess to
current and anticipated manpower requirements and to declare these
employees excess to the Director of Personnel.

2, Each Deputy has sent a memorandum to his office heads requesting
that they evaluate all employees to identify those who, on basis of performance,
nature of service, qualifications, and grade, are excess to current and
anticipated manpower requirements. Office heads will forward the lisé of
identified employees to the Deputy Director for his review.

3. Office heads using their own evaluative procedures identify those
who are excess and forward to the Deputy Director.

4. Deputies review with office heads and after considering reductions
in grade where such action is appropriate, approve a final list of personnel
who are excess.,

5. Individuals are told by senior official(s) that they are being
declared excess, Reason given to individuals should be about as follows:

DCI has so ordered and that they as compared to their peer group

are least essential to meet current and anticipated manpower requirements.

Stay with the language and intent of pnd do not get into specifics of

poor performance, STATINTL
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6. During the discussion with a senior official, an employee may
agree to voluntarily retire. This will be considered é. satisfactory .
resolution of a case,

7. Deputy then declares the employee excess and notifies him in
writing of such action. The Director of Personnel will pfdx/-‘ide standard

formats for these declarations. \

-

8. Deputy also notifies the Director of Personnel in writing that he

has declared the employee excess (standard format).

9. The Director of Personnel shall review each case with a view
\

-

towards placing the individual elsewhere in the Agéncy at the same or lower
grade. The individual shall be interviewed by.the Director of Personnel's
representative as part of this review. If fhe employee agrees to voluntarily
retire during this review, the case will be considered satisfactorily resolved.

10. Each Directorate will nominate a repre sentative with whom the
Director of Personnel may discuss possible placement of an employee fron:’l_w
another Directorate. All corﬁponent heads within a Directorate will advise
their representative of positions that may be filled by'employees from other
Directorates.

L. Concurrently, the Director of Personnel will notify the individual
in writing of his right to submit within ten days a request to be heard orally

by a representative of the Direcctor of Personnel or to state in writing to the
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Director of Personnel why hie should not be declared excess.
12. If the Director of Personnel is unaBle to assign elsewhere in
the Agency, he $hall recommend to the DCI that he
e:. declare the employee surplus to the Agency;
b. terminate his employment utilizing his -au‘chori‘cy

M

under section 102(2:) of the National Security Act,
as arhended, *and -t
c. establisim the effective date of such termination.

13. Qoncurrently, the Director of Personnel éhall notify the employee
in writing of this action a,r;d of the employee’s right to present to the DCI
within 10 days any information in writing concerning why his employment
should not be terminated.

14. The Director of Personnel’s recommendation ;,nd the employee's
appeal will be referred to the Inspector General, who shall consider them
and forward his own ;ecommendatioh to the DCI. | ‘ -

15. The DCI will declare the employee surplus and terminate his
employment pursuant to section 10Z(c) of the Na.tiqnal Security Act and
establish the effective date of such termination. Such effective da_té shall not

be less than 30 days after the DCI's determination date. The DCI also may

disapprove in whole or in part the recommendation of the Director of Personnel,

T, b
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16. Finally, the Director of Personnel shall notify the employee

in writing of the decision of the DCI.
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MEMORANDUM FOR: Mr.
v SUBJECT ": . Notification of Declarabion As Excess STATINTL
. In accordance with paragraph b.(1l) of I herevy iunform

“

you that under the authority of that paragraph, I have ‘today declared

you excess to the maupower requirements of this Directorate,

Depubty Director for
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UNCLASSITIED

(Date)
MEMORANDUM FOR:, Director of \Pers onnel
SUBJECT ‘ : Declaration of Excess -~ Mr.
) » ot : STATINTL
In accordance with paragraph b.(2) of I forward herewith
my declaration of ___ (date) that Mr, is

~

excess to the manpower requirements of this Directorate.

o Deputy Director for
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(Date)

_ : fDecELaration as Excess STATINTL

-

’ 3 . ot
In accordance with paragraph b.(1) of and taking into

conuldera’clon the current and anvicipated manpower reqquementa of this

. Diyxectorate, as well as the pemormance s nature of service, qudllflcatlona

“

and grade of Mr. , L hereby determine that Mr

s

is excess to the manpower requirements of this Directorate and I so

declare him as excess.

Depuby Director for-'
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